
U.S. Small Business Administration
National Guaranty Purchase Center

Herndon Corporate Center
1145 Herndon Parkway

Herndon, VA 20170

Subject: Submitting Electronic Purchase Packages to the National Guaranty Purchase Center

Dear Participant Lenders:

We would like to invite you to participate in the National Guaranty Purchase Center's Electronic
Purchase Package submission program. We have been accepting and processing electronic purchase
packages from a small number of banks for the past 2 years. We are hoping to expand the program and
include more banks in the process.  The participating banks have found that submitting their packages
electronically has saved them both time and shipping and reproduction costs.

Requirements needed on your part:

• High speed scanner
• Adobe Acrobat (full version) or software that allows you to save the Purchase Package in PDF

format and gives you the ability to create bookmarks using the Tab pages.
website.

Guidelines that must be followed:

• The purchase package will need to be sent in PDF format
• The first page of PDF file should only include the following information:

o Contact name
o E-mail address
o Phone number and fax number

• The PDF file must be separated by Tab Pages provided on the NGPC website.

• The PDF file must be bookmarked using the tab pages as bookmarks.

• Guaranty purchase files and trailing documents should be saved on a CD in the following
format:

o 10-digit SBA Loan Number_LenderName_LenderIDNumber

NOTE:  If you have followed the above guidelines and prepared a complete, well organized,
bookmarked and tabbed PDF file, your electronic submission will be given expedited service,
allowing you to receive payment of the guaranty much sooner.

If you have any questions about the required formats and naming conventions, please contact by
email Rick Geyer at Richard.geyer@sba.gov .

We look forward to receiving your electronic purchase packages in the near future.
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